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Staff Travel

Please replace the administrative policy on staff travel
with the attached revision.

DONALD L. ADAMS
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POLICY
The guidelines that follow have been established to take
advantage of discounted air fares and to provide better
control over rapidly escalating travel expenses.

II.

FIRST CLASS TRAVEL

Limited to executive staff in recognition of their position
and the heavy travel requirements usually associated with
their responsibilities and available only for flights over
two hours.
Implicit in this priviledge is the assumption
that the Institute’s interests are served when an authorized
individual flies first class.
If such an individual elects
to fly other than first class fare, he or she will not be
allowed to use a first class fare in calculating an offset
to be applied against any other fares involved in a combined
business/pleasure trip. The applicable discounted coach
fare would be used to determine personal expense.

III.

INTERNATIONAL TRAVEL
All travel outside the United States is to be made at business
class (or equivalent) for executive staff. All other members
of the staff will fly at the lowest available fare.

IV.

BUSINESS TRAVEL
All air and rail travel arrangements are to be made with
the AICPA Meetings and Travel Department. Staff flying on
Institute business are required to complete an AICPA travel
form and have it approved by their division director. The
Meetings & Travel Department will make appropriate arrangements
on the lowest fare available for direct flights during the
time and days requested.

Official Airline Guides are available for your reference but
are usually out of date upon receipt. The Travel Department’s
automated reservation system will offer the Institute the
most convenient cost effective flights.
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V.

BUSINESS/PERSQNAL TRAVEL

A.

In most cases, a combined business/pleasure trip will
involve a business trip preceded or followed by a
vacation. However, sometimes the two trips may be
intertwined. No matter how complex the trip, the basic
Institute policies will still be followed. The lowest
discounted fare available for the business portion will
be used in connection with tabulation of the personal
expense.

Example

Ms. Jones, a manager, is making a business trip to
Atlanta for a Thursday-Friday meeting. The round trip
(direct) discounted fare is $374 secured by the Meetings
& Travel Department (coach $470) . On her return, Ms.
Jones would like to stop in Washington, D.C. for the
weekend for personal reasons. The total cost of the
ticket New York-Atlanta-D.C.-New York is $423. The
personal expense would be $49 as follows:
Total business/pleasure fare
Less: business fare

$423
374

Personal Expense

$ 49

She will also charge her normal out-of-pocket costs
for travel to and from airports, local travel, meals
and hotel for Wednesday and Thursday evenings.

B.

In rare instances, an individual may be required to
interrupt a vacation to attend a meeting or some other
Institute function. When this happens, the Institute
will pay transportation costs from the vacation site
to the meeting location and return to vacation site,
plus normal out-of-pocket expenses. The individual
involved will not be allowed to apply round trip costs
of transportation from his office location to the
meeting site against the expenses of his vacation
travel.

C.

Some other guidelines should be observed by those who
attempt to plan for combination business/pleasure trip
when the Institute will be paying for a part of the trip:
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1.

The AICPA Meetings and Travel Department will only
handle hotel arrangements and ticketing for travel
that is related to Institute business or business/
pleasure. Arrangements for purely personal travel
must be made by the individual involved.

2.

Special airline tours or other ticketing arrangements
often require payment in advance. In all such cases,
the individual making the arrangements is responsible
for making the advance payment. The Institute will
not advance funds to pay for its portion of a trip
until three days before the start of that trip.

3.

When special fares are involved, cancellations or
itinerary changes may involve the payment of a penality.
Such penalties are personal charges of the individual
involved unless the penalty was incurred because of
a change requested or necessitated by the Institute.

4.

If an individual has made vacation plans and those plans
must be altered to comply with a request or assignment
from the Institute, the Institute will reimburse the
employee for any out-of-pocket expenses caused by the
loss of deposits or the payment of penalties.

5.

All claims for reimbursement must be completely
documented and supported by evidence of payment,
receipts and copies of airline or other tickets.

NON-AIR TRAVEL
If an individual elects to travel by some other means (e.g.,
railroad, bus, personal car, etc.), the actual cost of such
transportation will be reimbursed to the extent it does not
exceed the cost of the applicable air travel.

VII.

INTERPRETATIONS OF POLICY
Interpretation and application of this policy is the respons
ibility of the Controller. Disagreements that may arise
will be resolved by the Vice President, Finance and Administra
tion.
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